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Logging in to Google Classroom:  

1. Open a Chrome internet browser  

 

2. Go to www.google.com and enter the student @colai.org.uk email 

address and password via the sign in button in the top right-hand corner. 

 

 

-Guardian Support-  
Google Classroom 

http://www.google.com/
http://colai.org.uk/


  

 

 
 
3. Once you are logged in, check the icon (either an image of the first letter in 
your email or a picture of the account holder). Ensure that the correct account is 
chosen, at anypoint it changes to another account, repeat this process and 
choose the correct email.  

 
 
3.  Once you have logged in to your Google account, go to the Google apps 

waffle (found in the top right hand corner of your screen :  
Click on the waffle and scroll down until you locate Google Classroom. 
Click on the Google Classroom icon and you will be sent to the Google 
Classroom page.  



  

 
 
 
  
  
4. Once you are in Google classroom, you will see class(es) that the student 
is enrolled in. Click on the classroom that you want to access and from that 
you will be able to see any upcoming tasks, announcements and 
comments from the teacher.  
 

 

Identifying Links to Live Lessons  
1. To access live lessons through Google meet. Click on the Meet icon found 
on the teachers post for that day. Below is an example of a live lesson 
(Google Meet link) found on your Google Classroom Stream with the live 
link enabled. 
 



  

 
 
 
2. When you click on the Google Meet link, you will need to wait until the teacher 
lets you in. The teacher will get a notification you are waiting. This may take a few 
minutes depending if the teacher has arrived or not.  
 

 

 
Submitting work as a Google Document. 
Please note, Google Apps such as Classroom and Docs do not need to be downloaded or saved. If 
you ever lose a Doc, please use the search option in your Google drive) 
 
1. To access an assignment, task or quiz through Google Classroom, go to 
the ‘classwork section. Choose the task you want to open - click on ‘view 
assignment’.  Work with a doc assigned to you 

https://support.google.com/edu/classroom/answer/9073815?co=GENIE.Platform%3DDesktop&hl=en


  
 

 
 
 
2. Below is an example of a student who wants to submit their work. The 
student has options to +add or create a new document, use the document 
generated by the teacher, ask the teacher a question through the private 
comments section and hand in the task.  
Students are able to un-submit and re-submit tasks if needed. The teacher 
has access to the document attached at all times to the Google Classroom. 
This means teacher are still able to support students remotely.  

 
 
If the teacher has not generated a Doc or other file. Follow these steps 
to create your own document: 



  
 
1. Google Docs is the word processor of Google (very similar to Microsoft 
Word). You can create a new Document by going to the Google Apps 
Waffle and find the Icon for Docs:  
 

 
 
2. This will create a new document and will automatically save into your 
Google Drive (which can also be accessed in the Google Apps Waffle). 
 
 
 

 
 

Guardian Summaries 
 
From Google HQ: A teacher or school administrator can invite a guardian 
to receive email summaries about their student’s work in class. To get 
summaries, the student must use Classroom with a G Suite account (looks 
like student_name@school.edu). Email summaries do not include grades. 

What’s included in an email summary? 
Missing work—Work not turned in when the summary was sent. 
Upcoming work—Work that’s due today and tomorrow (for daily 
emails) or that’s due in the upcoming week (for weekly emails). 



  
Class activity—Announcements, assignments, and questions 
recently posted by teachers. 

Guardians who sign up for email summaries can’t see the Stream, 
Classwork, People, or Grades pages in Classroom. 

How do guardians get summaries? 
1. A teacher or admin sends an invitation to a guardian. 
2. After a guardian accepts the invitation, they choose when to get 

email summaries for each of their students. 

When do guardians get summaries? 
Guardians can get emails daily or weekly and can unsubscribe at any time. 

Guardians won’t get an email summary if: 

There's no activity to report for the given time period. 
All their student’s teachers turned off notifications for their classes. 
They accepted the invitation but chose not to get any summaries. 
They aren't connected to any student in Classroom. 
 

Guardian Summaries Step-by-Step access 
 

 
 
Guardian Summaries - In Pictures 
 
 
1. What you should receive in an email from your students teacher. 

https://support.google.com/edu/classroom/answer/6388136?hl=en


  

 
 
 
2. To accept, please click on the accept button in your email, you then have 
the option of receiving notifications on a regular basis to update you about 
your childs progress.  

 
 
 
 
 
 
 
3. What do Guardian summaries look like? You will receive an email with 
an overview of tasks allocated, submitted and late. Grades are not sent 
through summaries.  



  

 


